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PREFACE 
Teaching English has always invited English educators or teachers 
as agents in the instructional frontline to explore the literature in search of 
the most suitable materials that work effectively in the classroom. May 
quality publications on teaching and learning English in the form of 
textbooks or learning resources has been extensively published. Similarly, 
eBook resources are abundant. In terms of availability of good resources, 
literature in reading is without doubt. This book is a fragile attempt made to 
practice incorporating materials that come from a variety of sources with 
the hope to create a link between theory and practice in English and its 
intruction. 
In the recent era, teaching English comes up with massive 
challenges. Four English skills need to be strengthened in the teaching 
practices. Both English teachers and learners need to be equipped with 
sound and working knowledge of English. This is not what this book 
promises to handle in those skills. Rather, it is the trigger that is put in this 
book for English teachers and learners to further explore extensively, to 
learn English, to practice well, and to implement the experiences with 
confidence in the daily need communication. Certainly, with solid 
knowledge and attitude.  
My belief is that this book will be of some help for English teachers 
to find suitable materials to enable every student to learn as much as 
he/she is capable of learning in the most efficient way. For learners, it is 
hoped that this book will be of interest to them in English learning course 
and help them achieve better English achievement.  
Jember, 10 Januari 2021 
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 Students are able to develop the 
confidence and skills to express 
themselves appropriately and 
fluently in English; 
 Students are able to use 
interesting texts, conversations, 
stories and other materials as 
resources for promoting fluency 
and appropriateness in spoken 
English; 
 Students are able to perform 
language functions in English; 
and 
 Students are able to organise 
their thoughts better and express 
themselves clearly and logically 





EVERYBODY HAS A NAME 
Some are different, some the 
same 
Some are short, some are long 
All are right, none are wrong 
My name is ....... 
 
Warmer 
a. Ask your classmate: What’s your name? 
 








Nina: Oh, nice to 
______________ (3) you. 
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Toni: And you ____________ 
(4)? 
Toni: Sorry? 
Toni: Could you ___________ 
(6) that? 
Toni: “Nina” 
Toni: Oh, good! Nice to meet 
you ____________ (7), Nina. 
Nina: My name 
________________ (5) Nina. 
Nina: Nina. 




First impressions are a really important aspect of cultures around the 
world. It is important to know the correct way of introducing yourself and 
others. In English, as in all languages, there are different ways to greet 
people in formal and informal situations. The response you give should 
have the same level of formality as the introduction. Once you have been 
introduced to someone, the next time you see that person or when you 
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ACTIVITY 1 
Which of the following expressions do you think are good ways of 
making introductions? Discuss with your partner and tick (√ ) or cross (X) 
the utterances as appropriate: 
 
• Hey — how’re you? 
• Hi, Ibrahim! Meet my friend Sahila — she’s visiting us for a week. 
• May I introduce Mrs Abida Raheem? She’s our new English teacher. 
• Let’s meet for lunch on Saturday! 
• Hello, nice to meet you! 
• Hello. I’m Siti Hajar. May I join you? 
• Hi! Have we met before? I’m Siti. 
• My name is Siti Hajar. What is your name? 
• How do you do? 
• Sahila, I’d like you to meet Siti Hajar. Siti, this is my good friend 
Sahila Yasmin. 
• Friends, I’m honoured to introduce to you Professor Rod Macintosh 
from the university. Professor Macintosh will speak to us today about 
global warming. 
• Hello, friends! I am Rod Macintosh from the University of South 
Africa, and I’m honoured to be here today. 
• Hello! How’s life? 
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ACTIVITY 4 
Write one word in each gap to complete the conversation. 
 
Anna : Hello. I’m Anna. 
Mateo : Oh, hi Anna. My ____________(1) is Mateo. 
Anna : Nice to meet you. 
Mateo : Nice to meet you____________(2). 
Anna : Where are you from? 
Mateo : I’m from Santiago, which is the______________(3) city of Chile. 
And you? 
Anna : I’m from a small town in the south of Germany. 
Mateo : Ok. And what do you_____________(4)? 
Anna : I’m a chef. I have my ___________________(5) business – a little 
restaurant. 
Mateo : Oh, interesting! Is that stressful? 
Anna : A little! But I like it. 
Mateo : And why ______________(6) you need English? 
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ACTIVITY 5 
Choose the best word to complete each sentence. 
1. I think my favourite village/city/country is New York – it has so many 
incredible buildings! 
2. Moscow is the capital/beautiful/town city of Russia. 
3. I don’t like the centre of my city because it is always 
town/expensive/crowded with tourists. 
4. In my country, it is very beautiful/hot/rainy, so people don’t go to the 
beach a lot. 
5. In my city, you can’t walk on the street in summer because it is too 
expensive/hot/interesting. 
6. UNICEF is a famous capital/science/organisation which helps children 
around the world. 
7. I don’t like my job because it is too stressful/creative/interesting. I work a 
lot and I need to make very difficult decisions. 
8. I have to say, I like your country/accent/studies. Are you from France? 
ACTIVITY 6 
Communication 
You are going to talk to three other students in the class. In each 
conversation, try to include the four topics from this lesson. Remember, 
they are: 
Topic 1: Country or city 
Topic 2: Job or studies 
Topic 3: Reasons for studying English 
Topic 4: Nice comments 
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Your teacher will give you a sheet to write some notes. Before you start, 
look at the example. 




Work as a class. Put the information together to find the most popular and 
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ACTIVITY 8 : READING SHORT TEXT 
 
ALLAH (THE GOD) 
 
God is the lord of universe. He is the creator of the universe. In Arabic, 
God is called Allah. Allah is the proper name for the one and only God. 
Therefore, God is one and Almighty. He is eternal. God is great as well as 
merciful. He is kind and loving. One of proves is stated in Holy Book (59: 
22-24) “He is Allah besides Whom there is no god; the Knower of the 
unseen and the seen; He is the Beneficent, the Merciful. He is Allah, 
besides Whom there is no god; the King, the Holy, the Giver of peace, the 
Granter of security, Guardian over all, the Mighty, the Supreme, the 
Possessor of every greatness Glory be to Allah from what they set up (with 
Him). He is Allah the Creator, the Maker, the Fashioner; His are the most 
excellent names; whatever is in the heavens and the earth declares His 
glory; and He is the Mighty, the Wise”. 
A.  










ˈjuːnɪvɜːs   
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B. Reading Comprehension Exercise 
Answer the following questions based on your comprehension well! 
1. What is universe? 
2. What does universe include? 
3. Why is The God eternal? 
4. Why is He kind? 
5. Mention the most excellent names of God! 






                               The use of “be” 
We  are  at school.  Adverb of place  I am 
My brother  is Tall  Adjective  He 
is 
I  am  at library.  Adverb of place  She 
Rina  is  diligent.  Adjective  Lisa 
They  are  rich.  Adjective  Yusuf 
Danny  is  a driver.  Noun   They (he and she) 
are 
Subject Be Adj/ 
Adv/nou
n 
   We (You and I) 
You 
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PRONOUN  ADJECTIVE ADVERB NOUN 
Personal Possessive  Reflexive  
























































































Positive   We  are  at school. 
Interrogative  Are  We   at school? 
 Where are  We? 
 
  
Positive   My brother  is tall 
Interrogative  Is  My brother   tall? 
 How is  My brother?   
 
 
Positive   I  am  at library. 
Interrogative  Am  I   at library? 
 Where am  I ? 
 
  
Positive   Lisa  is  diligent. 
Interrogative  Is  Lisa   diligent? 
 How Is  Lisa? 
 
  
Positive   They  are  rich. 
Interrogative  Are  They   rich? 
 How are  They? 
 
  
Positive   Firman  is  a driver. 
Interrogative  Is  Firman   a driver? 
 What Is  Firman?   
 






 Students are able to 
provide specific information 
about peoples daily 
routines 
 Students are able to 
provide fluency speaking 
practice in a question and 
answer in the context of 
daily 
 Students are able to 
Review telling the time. 
This will be included in the 






Lesson 2 My Daily Activities 
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The Present Simple tense is the most basic tense in English and uses the 
base form of the verb (except for the verb be). The only change from the 











We use the Present Simple to talk about:
general time (action verbs)
We use the Present Simple to talk about:
situations now (stative verbs)
We use the Present Simple to talk about:
general time and situations now (verb be)




Practice Keywords and Sentences 
 
 
Look at the Flash Cards and make a short dialogue with your pair based 
on available phrases. 
For example,  
❖ What time do you get up? 
❖ I get up at 7 o’clock. 
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How to play this game:  
1. This video is one of Games4esl’s popular ‘Hidden Picture’ style 
games to practice making English sentences about daily activities. 
To play, simply show the video in class.  
2. There are 10 pictures of daily activities hidden behind coloured 
shapes.  
3. As the shapes slowly disappear, students must try to guess what 
daily routine is in the picture. 
4. When students are ready to guess, they must answer using full 
sentences.  
5. After each question, pause the video and ask students what time 
they do that activity. For example, after seeing the ‘get up’ picture, 
ask students what time they get up. 
6. Let’s Play!! 
 
15 | P a g e  
 
ACTIVITY 3: DAILY ROUTINES BOARD GAME 
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This activity is a printable board game about daily routines 
How to play the boardgame: 
1. Give one dice and one board game to each pair of students. To start, 
students should place their eraser at the ‘Start’ square.  
2. Next, one student should role the dice and move their eraser. Then 
they should make a dialogue with their partner based on the picture in 
the square that they landed on.  
3. For example, if they land on the ‘brush your teeth’ picture, they should 
ask their partner ‘What time do you brush your teeth?’ and their 
partner should answer.  
4. Then, it is the other student’s turn to role the dice. The aim of the 
game is to get to the star in the middle of the board game to win a 
point.  
5. The only way to get to the star is to land on squares in the middle (the 
ones with the arrows). After winning a point, that student then goes 
back to the start square.  
6. Continue this game for 5 or 10 minutes, and the student  with the most 
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In this speaking activity, you will talk about their daily routine while 
progressing through 4 different levels. The four corners of the classroom 
are 4 different levels. Level 1, 2, 3, and 4. For example, level 1 = get up, 
level 2 = have breakfast, level 3 = go to school, and level 4 = go to bed. 
What will you do?: 
1. You will start at level 1 (get up) and find a partner. Then with your 
partner, you should ask and answer ‘What time do you get up?’. You 
should make their own answer.  
2. After the dialogue, you should play rock, scissors, paper. The winning 
students then advance to level 2 (have breakfast) and the losing 
students should stay at level 1.  
3. Next, students at level 2 should meet another student at level 2, and 
students at level 1 should meet another student at level 1.  
4. Again, you should make a dialogue, then play rock, scissors, paper, and 
then advance to the next level if they win.  
5. When a student has advanced through all 4 levels, that student gets a 
point (or sticker) and begins again at level 1. After 5 or 10 minutes, the 
students with the most points (stickers) is the winner. 
 




Material that you are going to learn 
in this chapter: 
 Procedural/instructional Text 
 Language Features of 
Procedural/instructional Text 
 Generic Structures of 
Procedural/instructional Text 
The objectives in this lesson, 
students are able to: 
 
 Identify the characteristics of 
Procedural/instructional Text 
 Determine the language 
features of 
Procedural/instructional Text 
 Classify the generic structures 
of Procedural/ instructional Text  







ACTIVITY 1 - READING 
 
“How to Journalize Business Transaction” 
 
When a bussinessman starts his bussiness activities, he/she 
records the day-to- day transactions in the journal. From the journal 
the transactions move further to the ledger where accounts are 
Let’s Pre-reading activities 
 
 
Lesson 3 Business Transaction 
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written up. The process of analysing the bussiness transactions under 
the heads of debit and credit and recording them in the journal is 
called journalising. An entry made in the journal is called a “journal 
entry”. These are 
following steps to journalize bussiness transaction. 
 
“Analysis of Transaction” 
 
July 1, 2017 – Julia started her business with IDR 1.000.000 
 
1. Determine the two accounts which are involved in the 
transaction 
 
Cash Account Capital Account 
 
2. Classify the accounts under personal, real or nominal 
 
Real Account Personal 
Account 
 










4. Identify which account is to be debited and which account is to 
be credited 
 
Cash A is to 
be 
debited 
Capital A is to 
be 
credited 
1. Record the date of transaction in the date column. The year 
and month is written once. The sequence of the dates and 
months should be strictly maintained. 
 
Date Particulars LF 
Debit Credit 
Rs. P. Rs. P. 
2017       
July 1 
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2. Enter the name of the account to be debited in the particulars 
column very close to the left hand side of the particulars 
column followed by the abbreviation Dr. in the same line. 
Against this the amount to be debited is written in the debit 
amount column in the same line. 
 




Rs. P. Rs. P. 
2017 Cash A 
Dr. 
12 1.000.000 -   
July 1 
 
3. Write the name of the account to be credited in the second 
line starts with the words “to” a few space away from the margin 
in the particulars column. Against 
this, the amount to be credited is written in the credit amount 
column in the same line. 
 
Date Particulars LF 
Debit Credit 
Rs. P. Rs. P. 
2017  
To Capital C 
(The amount 




   
1.000.000 
 
- July 1 
 
4. Write the narration within brackets in the next line in the 
particulars column. 
 
Date Particulars LF 
Debit Credit 
Rs. P. Rs. P. 
2017  
(The amount 
invested in the 
bussiness) 
     
July 1 
 
Students can make the journal as the example in the table below: 
Date Particulars L.F 
Debit Credit 
Rs. P. Rs. P. 
2017 Cash A Dr. 12 1.000.000 -   
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July 1 To Capital C 
(The amount invested in the bussiness) 
40 1.000.000 - 
 
Source: adopted from Thiru G.R., Thiru S.S.K., Thiru N.M and N. Rama, Task of 





















Vocabularies Meaning Vocabularies Meaning 
Determine Menentukan Business 
transaction 
Transaksi bisnis 
Classify Menggolongkan Journalize Membuat jurnal 
Find out Menemukan Ledger Buku kas induk 
Identify Mengidentifikasi Journal entry Entri jurnal 
Explanation about the steps to journalize business transaction: 
1. Date : The date of the transaction is entered. The year and the 
month are written only once, till they change. It must be there in 
the journal book to know when the business transaction was done. 
2. Particulars : Each transaction affects two accounts, out of which 
one account is debited and the other account is credited. 
3. Narration : After each entry, a brief explanation of the 
transaction is written with brackets in the particular’s column. 
4. Ledger Folio (LF): All entries from the journal are later posted into 
the ledger accounts. The page number of folios of the ledger, where 
the posting has been made from the journal is recorded in the LF 
column. 
5. Debit Amount: In this column, the amount of the account is being 
debited is written. 
6. Credit Amount : In this column, the amount of the account is being 
credited is written. 
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Record Mencatat Day-to-day Hari ke hari 
 
 Do you know what is procedural/instructional text? Some elements 
of procedural/instructional text, such as: 
❖ General overview of procedural/instructional text 
 
What is procedural text? 
 
Procedural text or instructional text tells the reader 
how to do or make something. The information is 
presented in logical sequence of events that are 
broken into steps. 
A procedure is a sequence of steps in a particular 
order. It is also known as instructions or directions. 
A procedure text involves some following steps such 
as purpose/goal, ingredients or materials, steps or 
methods and also tips. Title tells the reader what 
will be achieved. Ingredients or material is a list of 
items needed to achieve the goal. Instruction or 
 
Post-reading activities 1 
 
Read the questions carefully. Then answer is based on the passage above by 
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method is steps of what the reader needs to do to 
achieve the goal. 
There are 3 types of procedural texts such as: 
 
1. Texts explain how something works or how 
to use instruction/ operation manual. 
2. Texts instruct how to do a particular activity. 




❖ Language Features of Procedural/Instructional Text 
 
Language features of procedural text such as: 
 
➢ Adverbial phrase 
Adverbial phrase is used to indicate the verb, adjective, adverb 
and sentence. Adverb is divided into some categories such the 
following categories:  
✓ Adverb of manner: It is used to indicate the verb and 
also to tell how the work is done. 
e.g.: quickly, slowly, carefully (often ends with –ly) 
 
✓ Adverb of degree : It is used to indicate the 
adjective and adverb of manner.  
e.g.: fairly, rather, enough, too, very 
 
✓ Adverb of place : It is used to indicate the noun  
e.g.: in the school, beside the open, inside the magic 
com 
✓ Adverb of frequency : It is used to indicate how often an 
action happens 
e.g.: often, always, seldom, once, twice 
✓ Adverb of time : It is used to indicate when the 
action was done 
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e.g.: today, now, later, for 5 minutes 
 
➢ Action verb 
Action verb is verb that express physical or mental acion. It is used 
to convey a process to do something. 
e.g. : cut, put, take, pour, stir 
 
➢ Temporal conjunction 
Temporal conjunction is linking words refers to the process. 
e.g. : first, second, then, next, finally 
➢ Modal verb 
Modal verb is placed before the main vern to  modify  the  
meaning.  Kinds  of  modals are can, could, may, might, will, would, 
shall, should, must and ought to.  
e.g. : you should insert the bread into microwave for 10 minutes 
 
 
❖ Example of Procedural/Instructional Text 
1. Goal How to Withdraw Cash With an ATM Card 
Material ✓ ATM card 
✓ ATM Machine 
✓ ATM station or ATM center 
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Steps ✓ First of all is, prepare your ATM card before you go 
to the ATM. 
✓ Secondly, go to a nearby ATM station or ATM center. 
✓ Thirdly, Read the directions to insert the ATM 
card into ATM machine to avoid trapped card. 
✓ So, put your card into the clot. Choose a 
language (Indonesia or English). 
✓ Enter your personal identification number (PIN). 
✓ When the choices appear, select “withdrawal 
from checking”. 
✓ Enter the amount that you want. 
✓ Wait for the ATM machine to progress. 
✓ When your money appears from the box, take it 
soon. 
✓ Then when the machine asks if you are 
finished, press “yes”. 
✓ The next one is take out the receipt. 





❖ The language Features of Procedural/Instructional Text 
By looking at two examples above, let’s analyze the language pattern 
below. 
 
1. How to withdraw cash with an ATM card 




✓ Adverb of 
manner “take it 
soon” 
✓ Adverb of place 
“ a nearby ATM station or ATM 
centre” 
“into ATM machine” 







✓ Wait for 
✓ Take 














26 | P a g e  
 
Remember this one!! 
 
 
Procedural/instructional text tells the reader how 
to do or make something. The information is 
presented in logical sequence of events that are 
broken into steps. 






Language features of Procedural/instructional such as: 
 
a. Use adverbial phrase 
b. Use action verbs (it used as imperative verb) 
c. Use temporal conjunction 
d. Use modal verb 
 
Procedural Text Type are: 
a. Explain how something works or
how to use instruction 
b. Instruct how to do a particular activity 
















Fill these blank following script conversation between banker and customer 
in the with a suitable word below. 
Welcome Count Transaction Write Management 
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B. DISCUSSION 
1. What is the script conversation about? 
2. What should the costumer do after filling the form? 
3. How much the nominal that customer wants to save? 
4. “Okay, thank you sir, here they are”. What does the word “they” mean? 
5. What are the procedures of saving money in the bank, based on the 
conversation script above? 
 
C. Find the synonym and meaning of these words below based on the previous 
script conversation. Number one is done for you. 
No Words Synonyms Meanings 
1. Correct True Benar 
2. Transaction   
3. Nominal   
4. Fill   
5. Management   
6. Save   
7. Procedure   
 
D. Determine the word classes below either they include into adverbs, verbs, or 





29 | P a g e  
 
ACTIVITY 3 
Analyse this procedural text below. Then identify the language patterns and 
fill them into the blank column. 
“How to journalize business transaction” 
 
1. Firstly, determine the two accounts which are involved in the 
transaction. 
2. Secondly, classify the above two accounts under personal, real or 
nominal. 
3. Then, find out the rules of debit and credit for the above two 
accounts. 
4. Next, identify which account is to be debited and which account 
is to be credited. 
5. So, record the date of transaction in the date column. The year, 
and month is written once, till they change. The sequence of 
the dates and months should be strictly maintained. 
6. Enter the name of the account to be debited in the particulars 
column very close to the left hand side of the particulars 
column followed by the abbreviation Dr. in the same line. 
Against this, the amount to be debited is written in the debit 
amount column in the same line. 
7. Write the name of the account to be credited in the second line 
starts with the words “to” a few spaces away from the margin in 
the particulars column. Against this, the amount to be credited is 
written in the credit amount column in the same line. 
8. Write the narration within brackets in the next line in the 
particular’s column. 
9.  The last one is draw a line across the entire particulars 
column to separate one journal entry from the other. 
 










     
     
     
     
     















 Students are able to use topic 
sentences in paragraph 
 Students are able to identify noun 
and pronoun subjects of sentences 
 Students are able to identify and 
correct incomplete sentences 
 Students are able to use the 
negative forms of simple present 
verbs 
 Students are able to use adjectives 
to describe people, places, things, 
and ideas 
 Students are able to write, revise, 
and edit a paragraph about a 




When you look a picture of someone now, you know some things about that 
person, but not everything. You can use your idea/ imagination to create a story 
about the person’s life. Your imagination is your ability to form new ideas or 
pictures in your mind. In this chapter, you will use your imagination to write 
about a person in a photo. 
  
LOOKING AT THE PICTURE  
Students work in pair to use their 
imaginations to write about the man 
in the photo. They have different 
ideas about him, so their paragraph 
 
Lesson 4 Every picture tells a story 
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tell different stories based on their 
point of views about his life. 
ACTIVITY 1 
 
Questions about the text! 
1. What is the topic of the paragraph?___________________________ 
2. What is the writer’s main idea about the topic?(look at the first sentence 
to find the answer.) 
____________________________________________________________ 




4. What verbs did the writer use in these sentences? Fill in the blanks. 
a. He ___________________ in Dallas, Texas. 
b. He ___________________ single. 
c. Ryan _________________ in a factory. 
d. He ___________________ classes three mornings a week. 
e. His classes ___________________ easy. 
5. Which sentences in items 4 a-e have the verb be? 
6. Which sentences have other simple present verbs? 




LOOKING AT VOCABULARY: GO + -ING VERBS 
 
The verb go is often used with a verb ending in -ing to describe an activity. 
Example: 
➢ We go swimming in the summer 
➢ Do you ever go bowling? 
ACTIVITY 2 
A. Look at the text above. Find and circle expression using go + -ing 
B. Which of these activities do you do? Check your answer and describe it. 
o Go camping 
o Go walking 
o Go fishing 
o Go running 
o Go shopping 
o Go swimming 
 
Do you ever go camping? 
 




Writers need to make their paragraphs easy for readers to understand. One way 
to help the reader is to use a topic sentence. 
TOPIC SENTENCES 
A topic sentence comes at the beginning of a paragraph. The topic sentence 
gives the writer’s main idea about the topic. A good yogic sentence helps readers 
understand the paragraph. 
 
This topic sentence tells the reader that the paragraph will be about David 
Freeman. It will be about David as a father. The paragraph will not have other 
information about David. For example, it will not tell the reader about his 
education, his friends, or his future plans. 
Either the topic or the controlling idea can come first in a topic sentence.  
Compare these two topic sentences 
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Sometimes the topic and the controlling ides are in two sentences. In this 
example, the topic is the twin sisters Emma and Alyssa. The controlling idea that 




Not all paragraphs begin with topic sentence, but topic sentences are an 
important part of academic writing in English. You will need good topic 
sentences for paragraphs that you write as a student. 
ACTIVITY 3 
Analysing Topic Sentences 






























TOPIC SENTENCES AND TITLE 
Each paragraph you write for a Writing task should have a title. The tittle and 
topic sentence both help the reader understand what the paragraph will be 
about. 
A title is usually not a complete sentence, and it does not do the job of a topic 
sentence. The topic sentence, not the tittle, has the topic and the controlling 
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Writing Tip 
It is a good idea to wait and write the title after you write your first draft of a 
paragraph. When you do that, the title does not affect your thinking about the 
topic sentence. Finish the first draft, check the topic sentence and then add a 
title. 
 
A topic sentence cannot refer back to the title, so sometimes the topic sentence 
must repeat words from the title. Do not begin a topic sentence with He or She, 
even when the person’s name is in the title. 
DON’T DO 
Ismail’s Favourite Food 
He Likes Pecel because his mother can 
make delicious Pecel. 
Ismail’s Favourite Food 




Underline the topic sentence in each paragraph. Choose the best title for that 




























































Work alone or with a partner. Circle the topic and underline the controlling 
idea in each topic sentence. Then write two sentences you might find in that 





























































Identifying subject and Verb 
Work alone or with a partner. Find the subject and the verb in each sentence. Circle 













Material that you are going to learn in 
this chapter: 
 The Example of Report Text 
 Language Features of 
Information Report Text 
 Generic Structures of 
Information Report Text 
The Objectives of this Lesson, Students are 
able to: 
 Identify the characteristics of 
Information Report Text 
 Determine the language features of 
Information Report Text 
 Classify the generic structures of Report 
Text 





THE FIELD OF BUSINESS ACCOUNTING 
The field of business accounting is divided into financial 
accounting and managerial accounting. They are different by purpose, 
target audience, and standards. The purpose of business accounting is to 
provide the company’s management with valid and up-to-date 
information regarding the company’s operations and financial 
performance. This information is needed for the decision makers to 







Lesson 5 Accounting around Us 
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The major purposes of business accounting are identifying, 
measuring, recording, classifying and summarizing financial 
transactions and events as well as further analysing, interpreting and 
communicating the gathered financial information. All this is needed 
for a business to have enough information to base strategic decisions 
upon. In addition, financial accounting information is required to be 
issued according to Generally Accepted Accounting Principles. 
Financial accounting works mostly for external users. They may be 
investors, creditors, auditors or analysts. This type of business accounting 
is supposed to correspond to specific principles and guidelines Generally 
Accepted Accounting Principle (GAAP). These principles outline the major 
rules according to which the company’s’ accounting processes should be 
conducted and managed. Besides, they define the standards and terms 
for issuing reports on the company’s financial information. 
The information provided by financial accounting has a general 
informative purpose. It does not contain many estimates, is used 
mostly for investment and credit decisions and is issued on a regular 
basis annually or quarterly. In particular, financial accounting provides 
financial statements that include information about the loss and profit 
of an organization, balance sheets, and cash flow statements for the 
reporting periods. 
Unlike financial accounting, managerial accounting is aimed at 
internal users, such as the company’s management or board of 
directors. Its purpose is to provide information which will help to control 
the company’s operations and make decisions. 
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Managerial accounting reports are prepared on as-needed basis and 
contain more detailed information than those for financial accounting. 
Such information is needed for the management to have a full picture 
of the current state of the whole organization or a specific project. In 
addition, managerial accounting statements do not have to comply 
with GAAP or any other regulations and internal cost/benefit evaluation 
determines what kind and how much information they should 
report. Examples of managerial accounting reports are sales 
forecasting or budget analysis reports. 
So, an important feature that differentiates the two types of 
business accounting is that financial accounting provides historical 
data and current financial information of the company for a wide 
range of users, while managerial accounting includes analysis and 
estimates for the future, focuses on providing confidential data for 
taking decisions to influence upcoming decisions and future 
operations. 
 
Source: adopted from Dwi Poedjiastutie, Masduki, Alimin Adi W, Dwi Mawan K, Trifita Setyaningrum and Nurul Hasanah, 
English for Accounting: 1st edition, 2009, Malang: Language Center-UMM Press, 177-178 
 
Vocabularies 
















Measuring Mengukur Is 
needed 
Dibutuhkan 































































Neraca Cash flow Kas 
 
ACTIVITY 1 
State the paragraph where the following ideas are found. Number 
one is done for you. 
No. Information Paragraph/ 
Line 
1. The field of bussiness accounting. 1 (1) 
2. The difference of financial and managerial 
accounting. 
 
3. The main purpose of bussiness 
accounting. 
 
4. The classification of financial accounting.  
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5. Financial accounting information 
isrequired to 
be issued according to GAAP 
 
6. Purpose of managerial accounting’s work.  
7. Managerial accounting contains mor 
detailed 





Please put a checklist (√) in the T (true) or F (false) column, whether 
the statement is true or false based on the text above (Field of 
Business Accounting). 
No. Statement T F 
1. Field of business accounting is divided into 
financial 
accounting and managerial accounting. 
  
2. Financial accounting provides information about 
loss 
and profit of organization. 
  
3. The purpose of bussiness accounting is to record 
company’s financial performance. 
  
4. Financial accounting works mostly for internal 
users. 
  
5. Managerial accounting works to control the company’s 
operations and make decisions. 
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6. The differences between financial and 
managerial 
accounting are in target to rich advantages. 
  


















GENERAL OVEVIEW OF INFORMATION REPORT 
 
What is information report? 
 
Information report is a part of another types or report text. It provides information about 
something in general and factual and also it used to gain a better understanding about 
living or non-living subject. There are 2 elements in information report such: 
1. General Information 
2. Description 
 
Do you know what information report is? 
Some elements of information report such as… 
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There are some types of information report in terms of: 
1. Scientific reports 
2. Technological reports 
3. Social studies report 
4. Newspaper reports 
5. Descriptive reports 
6. Investigate reports 
 
The characteristics of information report such as: 
1. It uses facts to explain something 
2. It gives details about a topic 
3. It does not contain personal views 
 
The purpose of information report is to present or announce information about 
something generally to the reader. Generally, information report contains of introductory 















Language features of information report are: 
Items Explanation Example 
Linking 
Verbs 
➢ L.V connects the subject with a 
word that  gives  information 
about the subject. (L.V adalah 
kata kerja penghubung antara 
subjek dengan predikat yang 
fungsinya untuk memberikan 
identitas atau menggambarkan 
subjek dari kalimat tersebut.) 
➢ Kinds of Linking verbs are 
“is/am/are/was/were” 
➢ El is an artist 
➢ Aura and Aril 
were
 best friends 
Present 
Tense 
➢ Present tense is a tense 
that used to express an 
action. 
➢ The characteristic of P.T for 
the 
third person should be 
added 
–s/-es 
➢ Simple present yang digunakan 
dalam P.V biasanya 
menggunakan tobe seperti 
“is/am/are/was/were” 
➢ The formula of present 




 lesson clearly 
➢ The English 
book is sold 
out in 
Gramedia 




➢ P.V indicates the subject is 
the recipient of the action. 
The characteristic of P.V is 
followed by word “by” 
➢ P.V digunakan ketika pelaku tidak 
begitu penting untuk diketahui 
ataupun ketika pelaku tidak 
diketahui. Seringkali diikuti oleh 
kata “by” untuk menunjukkan 
pelaku. 
➢ The formula 
“passive subject + to be + past 
participle” 
➢ The school was 
built in 1992 




in about 1602 
Personal 
Pronouns 
➢ P.P it is used to replace 
names or nounns when it is 
cler what they refer to. (P.P 
adalah kata ganti 
➢ My name is 
Dina. I am  a 
student 
 of XI 
 yang digunakan untuk orang, 
hewan, benda atau hal 
secara spesifik) 
➢ Kinds of the personal 
pronoun 
“I/you/he/she/it/we/they”i
t is used as
subject and 
“me/you/him/her/it/us/th
em” those ponouns are used 
as the 
object of the verb in a sentence. 
accounting. 
➢ I have a good 
English 
teacher. Her 




➢ N.P is a phrase that plays the 
role of a noun. N.P consisted 
of noun and pronoun 
➢ N.P adalah suatu rangkaian 
kata 
yang tidak berpola subjek-verb, 
➢ An insect is 
eaten by the 
frog 
➢ The credit 
cards 
are accepted 
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yang mana rangkaiannya 
berupa kata benda 
➢ Modifier dapat berupa 





➢ Biasanya digunakan untuk 
menginformasikan suatu 
fakta 
➢ Descriptive language terdiri 
dari 
warna, bentuk, ukuran, 
kebiasaan dan bentuk 
lainnya yang 
menggambarkan mengenai 
suatu fakta yang bersifat 
deskriptif 
➢ Lisa is bought a 
blue dolphin 
doll by her 
father 
➢ The wallet was 
found in the 






EXAMPLE OF INFORMATION REPORT “ACCOUNTING AROUND US” 
 
Money has been a non-separable thing 
nowadays. Different group of people 
need it. For various purposes; those, 




Some groups of people are classified 
into their accounting needs; one of 
them is a house wife. A house wife uses 
accounting in her day-to-day life. She 
has to carefully calculate daily 
expenses. Groceries are one of the 
most important things to be 
Body Paragraph 
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considered. Rice, vegetables, and fruits 
are essential for her family life to keep 
them healthy. It doesn’t stop there. She 
also needs to think about the cost of her 
husband’s and children’s transportation 
to go to work or school. 
Having vehicle will surely help her in 
making accounting system to be 
simple. However, public 
transportation is sometimes a no-
other-choice for some family. 
Another one is needed for her is a 
newspaper. It makes the whole 
family to stay up-to- date in spite of 
being busy all day along. The next one, 
a house wife also counts monthly 
expenses. Bills are usually shocking 
her with the amount to be paid. 
Phone bills, electricity taxes, and 
bills of credit cards will surely be listed 
in family’s financial statement. 
Another amount to be paid is the 
school fee. Its amount depends on how 
many children they have and what 
level of education they attend. The 
more children and higher level needs 
more money to pay. Insurance is an 
optional thing for a family. Many 
Indonesians are not interested in joining 
insurance. If she doesn’t join any, then it 
means that her accounting list will be 
a little shorter than those joining 
insurance. 
 
A house wife usually thinks further Conclusion 
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about the future of the family. Using 
accounting in making financial 
statement helps her to determine the 
amount money to be saved and listed. 
 
 












 Groups of 
people 
Day-to-day 
 Is Required A house wife Stay up-to- 
date 







  Needed Newspaper The more 
children 
  To be Paid Phone bills Higher level 
  Be listed Electricity 
taxes 
Little shorter 
  To be 
saved 
Credit cards  









Tense Active Voice Passive Voice 
Present I take it It is taken 
Present 
Progressive 
I am taking it It is being taken 
Present Perfect I have taken it It has been taken 
Past I took it It was taken 
Past Progressive I was taking it It was being taken 
Past Perfect I had taken it It had been taken 
Future I will take it It will be taken 
Future Perfect I will have taken 
it 
It will have been 
taken 
Present Modal I can take it It can be taken 
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Remember this one. 
 
 
Information report is one of other types of 
report text. Information report provides 
information about something in general and 
factual. 2 elements of information report are 
general information and description. The 
purpose of information report is to present 
or announce information about something 
generally. 
Generic structure of information report such as: 
 
1. Introductory paragraph 
2. Body paragraph 
3. Conclusion 
 
Language features of information report such as: 
 
1. Linking verb 
2. Present tense 
3. Passive voice 
4. Personal pronoun 
5. Noun phrase 









Choose the correct words (noun, verb, adjective) below. The 
statements below according to the the field of bussiness accounting 
text. 
 
1. The field of  accounting is divided into two 
categories. (bussy, business, busies) 
2. One of business accounting purpose is to provide the 
companies  . (manage, managerial, management) 
3. The major purposes of business accounting are 
identifying, measuring, recording, classifying   and   
summarizing ________transactions. (finance, financial, 
financier) 
4. Financial accounting information is __________ to be issued 
according to GAAP. (require, requirement, required) 
5. Financial accounting ________ mostly for external users. 
(working, works, work) 
6. They may be investors, creditors, ________ or analyst. 
(Auditing, audit, auditors) 
7. The information provided by financial accounting has a 
general__________ purpose. (information, informative, 
informational) 
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ACTIVITY 4 
Read the sentence below. Then select the synonym or word with has 
the same meaning as the underlined wordby giving a line from the 
number of statement to the option. 
Statements Options 
1. Business accounting is divided 
into financial and managerial 
accounting. 
2. The information is needed
 for decision-makers. 
3. Financial accounting is required 
to be issued. 
4. The principle rules of
 accounting should be conducted 
and managed. 
5. Informative purpose is used 
mostly for investment and 
credit decisions. 
6. Managerial accounting is aimed 
at internal users. 
7. Managerial accounting
 reports are 
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In this lesson, students are able to: 
 Make sure that supporting 
sentences are relevant 
 Use present progressive verbs in 
sentences 
 Recognize and use non-action 
verbs 
 Use have as an action verb and as 
a non-action verb 
 Chose between the simple present 
and present progressive 
 Write simple sentences with the 
different sentence patterns 
 Write, revise and edit a paragraph 














In this lesson, you will see many pictures of people at their jobs. You will choose 
a photo of someone at work, and you will write a paragraph about what the 
person is doing in the photo and what his or her usual job responsibilities are-
the thins that he or she has to do at work. 
 
Lesson 6 On duty 






Questions about the writing above! 
1. A. what is the topic of the paragraph? 
_______________________________________________ 
B. What is the writer’s controlling idea about the topic? 
_______________________________________________ 
2. What details does the writer give in the paragraph? Check(V) 
o What the man’s job is 
o Where he is 
o Things that you can see in 
the photo 
o The man’s clothing 
o His feeling about his work 
o How much money he earns 
o What he is doing at this 
moment 
o What he does every day 
 
3. Would you like to have this man’s job? Yes/ No? explain your answer to 
your group/ 
4. What simple present verbs does the writer use? Fill in the blank. 
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a) He ______ work at 4:00 A.M. 
b) He ______ long hours and never _______ down 
c) He ______ proud of his work. 
5. What present progressive verbs does the writer use? Fill in the blanks. 
a) In this photo, the baker _______ in the kitchen of the bakery. 
b) He __________ a white jacket and white apron. 
c) He ________ two pieces of bread and ____________. 
 
LOOKING AT VOCABULARY: WORDS FOR JOB 
 
Many words for jobs end in -er of -or such as a teacher (a person who teaches) or 
machine operator (a person who operates a machine in a factory). Another 
common ending is -ist, as in scientist (a person who works in science). There are 
also many words for jobs that do not use any of these endings, such as 
salesperson and musician. 
 
ACTIVITY 2: WORDS FOR JOBS 
 
Complete the chart with the job words from the box. The check the words you 
know. Learn the meanings of the other words by using a dictionary or asking 
someone. 
actor Firefighter Pilot Reporter 
Author Hair stylish Professor Veterinarian 
Dentist Mechanic Receptionist waiter 
 
-er -or -ist Other words meaning 
 Actor   pilot 
     
     
61 | P a g e  
 
 
SUPPORT FOR THE TOPIC SENTENCE 
 
In the previous chapter, you learned about topic sentences. Topic sentences and 
Supporting sentences form the body of a paragraph-the middle of the paragraph 
and its largest part. 
Supporting sentences must show why the topic sentence is true. They must 
present evidence-information that helps to prove the writer’s point about the 
topic. 
 
ACTIVITY 3 :SUPPORTING SENTENCES 
 
Work alone or in pair, read each topic sentence. Circle the topic and underline 














































































A good paragraph must have unity. That means that all supporting sentences in a 
paragraph must be relevant-they must relate to the controlling idea in the topic 
sentence. The opposite of relevant is irrelevant. A sentence that goes off topic or 
does not support the controlling idea is irrelevant, and it does not belong in the 
paragraph. 
 
In this paragraph, two relevant sentences are crossed out. 
 
 
The topic of the paragraph is the job of a professional baseball player. The 
controlling idea is that he has a high-pressure job. The two crossed-out 
sentences do not explain why his job is high pressure. 
▪ The sentence about the fans is about their feelings, not the player’s. it 
does not support the controlling idea, so it is irrelevant in this paragraph. 
▪ The sentence about good players making a lot of money is true, but it, 
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ACTIVITY 4 IDENTIFYING IRRELEVANT SENTENCES 
 
Read each paragraph. Underline the topic sentence. Find two irrelevant 
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